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ACOUSTICAL ENCLOSURES 


Jensen Observes First Decade as a Manufacturer 


AIR PURIFICATION 
Firm Improves Air Quality And Welfare of Employees 


BUSINESS FORMS 


Efficient Business Forms for Managing Information, 
Max T. Traub 


CALCULATORS 
New Features Keep Office Calculator Market On the Go, 

Raymond L. Boggs and Leone Nancy Pease Mar., 170 
Buyers Guide tw Desk-Top Calculators... oo. c ccs eb eisecneuswin Mar., 178 


COMPUTER SYSTEMS 
Spelling Software Helps Cyanamid Division With Its Chemical Research Feb., 54 
Computer Graphics: There Are Two Ways You Can Go . ., 69 
Software-Hardware: Guides for Computer Graphics Use, 
Betsy A. Clark - 
New User Applications Seen For Minicomputer Systems, 
Jean Kenton .... 
A Look at the Trends In Business Graphics, 
Irwin M. Jarrett and Laurie Putnam 
Don’t Lose Your Shirt When Buying a Computer, 
Robert Messing ; 
Is Your Business Ready for a : Microcomputer? 
Walter C. King Il 
Honeyweil’s Centers Educate Customers 
—s Productivity Is Service Industry’s Aim, 
. H. Dougherty Jr. 
cm Costs and Higher Quality With Data Entry, 
William G. Moore Jr. 
Communications Processors And Data Netw ork Efficiency, 
Mark Bergman 
Scotching Some Microcomputer Fallacies, 
Seymour I. Rubinstein 
Business Computers in a Networking Environment 


CONTROL BOARDS 

Visual Control of Projects Needs Planning and Charting 
Leslie H. Matthies 

Visual-Control System Suppliers 


COPYING MACHINES 
Options for the Printed Page With Intelligent ne 
Beth Bird Pocker 
The City of Memphis Keeps Track of Its C opier Costs 
Copier-Duplicators in The Office Environment, 
Brian J. Dooley 
Copier-Buying Takes Time, Survey Finds 


ELECTRONIC MAIL 
E-COM: Modern Technology To Help Move Mail Better 
E-COM Helps Volkswagen Sell Cars and Service, 

Owen P. Monaghan eee 


FACSIMILE TRANSCEIVERS 
Digital or Analog Fax: Which Is Right for You? 
Jack Balderston 
Digital Fax Expedites Insurance Firm’s Work 
Facsimile and Automation: A Successful Combination 
Facsimile Network Reduces Aircraft Company’s Costs, 
Paul T. O'Donnell 
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FURNITURE 


Office Furniture Design Reflects Changing Needs, 
Steven Blaustein 

Furniture Designed for Comfort and Efficiency, 
Philip J. Hendrickson 

Work Stations Solve This Firm’s Shortage of Space 

Ergonomic Work Stations: Are They Really Needed? 
Wim J. H. Selders 

Work Stations and the New Office Technologies, 
Gordon F .. Kwiecinski 

Automated Work Stations: a Challenge for Professionals, 
Betty M. Brodie 


GOVERNMENT 
Washington Report ..Jan., 96; Feb., 26; Mar., 79; Apr., 66; May, 


INFORMATION MANAGEMENT 

Managing Information In Tomorrow’s Office, 
John J. Connell 

What Good Is Information If Not Accurate, Timely? 
Connie A. Taylor 

Computer Services Respond to a Need for Information, 
Fred S. Lafer 

Computer Industry Finding It Is Not Recession-Proof, 
J. Crawford Turner Jr. 

Defining the Needs for a Total Information System, 
George R. A. Milne 

Shared-Resource System Averts a Paper Blizzard .... 

How to Use Information In Shaping Your Business, 
Louis Vlasho 

Managing Information With Cost-Efficient Technology, 
J. Raymond Sutcliffe 


LIGHTING 


Proper Lighting Enhances Production, Lowers Costs, 
Harry B. Zackrison Jr. 


LOCAL AREA NETWORKS 
Local-Area Networks: Links to Communicating, 
David M. Rappaport 
Local Communications Network Improved Our Decision-Making, 
Michael Cromar 
What You Should Know About Local Area Netw orks, 


OIE | eg pk ares lk ad cis asec a's ea nes ee Reena May, 


Exploring the Capabilities of Local Area Networks, 
ee Bek ad a See eee TS 


MAILROOM SYSTEMS 
Yankee Ingenuity Builds Phone Company Mailroom 
Your Mailroom Is a Business: Why Not Run It Like One? 
S. Vincent Wilking 
Esthetics and Efficiency Combined in a Mailroom ................./ Apr., 
Bell Facilities Aided By Mail-Sorting Unit 


MICROGRAPHICS 

Moving from Stand-Alone to an Integrated System, 
Don M. Avedon 

Micrographics: the Cost-Effective Office Partner, 
William J. McGlone Jr. 

Microimage Terminals and File Retrieving 

3M’s Goal Is Total Information-Handling 

Centralized Microfilming Effective for Blue Cross 

Micrographics Is Viable For the Small Business 

Merrill Lynch Sees Fiche Cutter as a Breed Apart 


The Office, June 1983 





Color-Code 
Your World with 
Computer-Safe 


The paper clip that holds. 

A smooth, non-scratching plastic. 
Rust proof. Neutral pH. 
Strong and springy. 

Will not mar important papers. 
Many colors and sizes. 

Ask for them at your stationer. 


Write for Sample and Color Brochure. 


Baumgarens 
5A Arr Circle. NE Atlanta, Ga. 30324 
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COMPATIBLE 
METAL PRINTWHEELS 


MINIMUM i 


PRICE: 30.00 Each 


Most Popular Styles Available 
For Immediate Delivery 
(Dealer Inquiries Invited) 


To Place Order, 
or Request Catalog 


CALL TOLL FREE: 
(800) 221-3110 
in New York State 
(212) 732-9200 


in Atlanta 
(404) 992-9966 


DAVCO FORMS & SUPPLIES, LTD. 
53 PARK PL., NEW YORK, N.Y. 10007 
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Low Cost © 


allelam~) elem Nel Celur-lile 
CheckSigner/Imprinter 


Made In USA B 


©) Martin Yale 


MARTIN YALE INDUSTRIES, INC 
500 N. Spaulding Ave. + Chicago, IL 60624 
™ Phone: (312) 826-4444 + Telex: 25-3499 
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; STOP OFFICE MACHINE THEFTS 


RDE 7 ANTI-THEFT 
: LOCKING SYSTEM— 


The most COMPLETE line of protective 
devices ever, from simple, one point 


extremely effective 


lock-down up through our exclusive 4 
point hold-downs and the new Porta-Lok 
4 which permits movement up to 8 feet 
while safeguarding your equipment. 
For complete information cal! your local 
} dealer or write Dept. TO-6-83 
CRD-cORDE LOCKING SYSTEMS 


i. 555 Graham Ave., Brooklyn, NY 11222 (212) 782-8001 
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Micrographic Systems Are Fine-Tuned for Many Uses, 

Gerald O. Walter ...Apr., 143 
Buyers’ Guide to Micrographic Readers & Reader-Printers ......... ./ Apr., 151 
Bank Augments Operation With Rotary Microfilmer ................ May, 36 
Document Reader Eases Law Firm’s Work Load , 78 
Plant Data Protected by Microfiche System 


OFFICE SPACE & DESIGN 
Interaction Is Vital to Corporate Interior Design, 
David F. Cooke 
Flexibility Is Key to Good Office Interiors, 
Martin Elinoff 
Your Conference Room—What It Says About You, 
Kim Kristoff 
Think Before You Choose That New Office Location, 
Charles F. Harding 
A Manufacturing Facility Built for Communication 
Experimental Open-Plan System Becomes a Reality 
The Well-Planned Office Is a Matter of Compromise, 
N. Leslie Hannon 
Planned Office Design Increases Production ...................... Mar., 
Office Facility Design And Organizational Structure, 
Martha Jane Whitaker 
Planning and Designing the Office Environment, 
Hester S. Jones 
Award-Winning Design for an Office Interior, 
William P. Thomas 
A Philosophy of Growth Spurs Massive Addition to 
NN a ais 3 nent eee eee ts ce esas vee al June, 99 
Form Follows the Function in Office Interior Design, 
Michael Evan James June, 148 
June, 112 


OPTICAL SCANNING EQUIPMENT 
Transmission Technologies For the Decision-Makers, 

Gerald O. Walter 
OCR Adds to Productivity In Data-Entry Applications, 

Herbert F. Schantz 
Using Optical Scanning to Reduce Input Bottlenecks, 

Brian J. Dooley ....June, 104 
Turning Typewriters Into Input Stations With OCR, 

Gilbert J. Marquez June, 68 
OCR Scanners: Expanding Horizons for the Office, 

Peter F.. Polizzano 


PAPER PROCESSORS 


Paper Processors Speed Work of Automated Office Systems 


PERSONNEL 
Fear of Computers Can Be Overcome by Good Training, 
Randy J. Goldfield 
The Most Essential Office Component Is People, 
Dan P. Scott 
Computer Resistance and What We Can Do About It, 
Sylvia Charp 
Discipline, Dedication: Watchwords for Survival, 
E. Sidney Jackson 
Management's Biggest Challenges Lie Ahead, 
James E. Ware 
Steelcase Finds Flexible Work Schedules Beneficial 
Gestetner Feels Technical Training Begins At Home 
How to Determine a Good Word Processing Operator, 
Karen K. MacMillan 
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How Secretaries Relate To the Age of Information 
Right or Wrong In Employee Relations 

Mar., 89; Apr., 
Suburban Offices Face Help Shortage 


POWER CONTROLS & SUPPLIES 


Under-Carpet Cabling for Fast Revisions to Wiring 

An Ounce of Prevention: Surge-Suppression Devices, 
Michael Hascall 

Power-Line Disturbances and How to Prevent Them 


PRINTING & TYPESETTING 

A Quiet Revolution in the World of In-Plant Printing, 
Robert Benjamin 

We Interface Photocomp With Our Word Processing, 
Florence M. Ochsner 


RECORDS MANAGEMENT 

[he Four Basic Elements of File Equipment Selection, 
Eric C a 

Electronic Filing Improves Hospitals’ Record Retrievai 

Electronic-Filing System Aids Records Management 

Records Management and Word Processing Are Compatible, 
Patricia Estes Dunn 

File Systems Index Plan For Records Management, 
Maureen Korschgen 

What’s Needed to Create a Records Management t Program, 
Josianne C. Isnard 

Centralization | — In The Use of CAR Techn ology 

Open-Shelving Units Reclaim File Space for Virginia DMV, 
a; ~iee ae 

Utility’ s Mobile Filing And Storage 1 nits Prove That Less 

Can Be More 


Tanner 


STATIC CONTROL 


Computer Uptime Boosted By Static-Control Mats 
Table Mats the Answer to Static-Plagued Terminals 


TECHNOLOGY MANAGEMENT 

Matching Function to Need, Computers Er 
H. Gerald Moody : 

Automation: Not Much Help If You Don’t Plan for It, 
Lawrence Feidelman 

Creating—and Keeping- 
Whitney S. Minkler 

Communications—Around the Room and Around 
Robert D. Schmidt - 

rhe Records Manager and Business Communicating, 
Douglas M. Haire 

Technological Shockwave—Management’s Ch allenge 
Emil L. Gavlick 

The Do’s and Don’ts in Considering Autom: ation, 
Sharon R. Custard 

furning Our Technology Into Practical Re ality 
Jack W. Mynett 

Office Technology: 
Paul D. Oyer 

The Information Age 
Steven V. Darst 

A Maturing Industry Must Set and Adopt Stand: ards, 
Robert R. Montgomery 

Needed: a Commitment Now To the Office of Tomorrow, 
John R. Devereaux and Benjamin J. Ventresca Jr. 

Transition to Automated Office Equipment Studied 


iance Our Work, 


—A Communications Policy, 


the World, 


Who Is Master and Who Is Slave? 


: Can We Come to > Grips W ith It? 
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| 800/247-2262 


5 Al TOWNSEND 
LICL! IRDUSTRIES 


really makes 


The Townsend T-51 


s 
tick. 
The Townsend T-51 Color Press. A fully self 

g unit that you can add to 
y offset duplicator to double your 
y, your efficiency and your capabilities 

1-51 places its image on your 
blanket in perfect register with the 
our duplicator's plate 











For complete information, call toll-free 


P.O. Box 97/Altoona. lowa 50009 
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* 4-800-323-1780 ouTSIDE ILLINOIS 


Finally... 


ribbons 
that work! 


For Xerox 800/860 
Qume/Wang 


National NCE Corp., manufacturer 
and distributor of word and data 
processing supplies and ac- 
cessories, announces several 
new additions to our full line of 
uniquely engineered, hi-tech 
Eliminate jamming, 


ribbons. E 
breaking, uneven printing, etc. 


Unconditionally guaranteed. 
Call direct for special trial 
offer and full line catalog! 


| 1-800-323-1780" 
| National NCE Corp. 


Business Services Inc 
195 KEHOE BLVD. BLDG. 5 
CAROL STREAM, IL 60187 
312-682-0001 IN ILLINOIS 





bs f Parker 


TELEX - 724389 - ATTNNCE 
Offices in principal cities 
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Capital 
og 


Time ane 
again, you've 
heard it said, “To 
make money, you 
have to have money.” 

The truth is, you 
have to know how to 
save money before 
you can think about 
making more. 

That's why more 
and more people are 
joining the Payroll 
Savings Plan to buy 
U.S. Savings Bonds. 
That way, a little 
is taken out of 
each paycheck 
automatically. 

In no time, you'll 
have enough Bonds 
for a new car, your 
child’s education, even 
a dream vacation. 

Whatever you 
save for, Bonds are 
the safest, surest way 
to gain capital. 


spr My 
Se ; 
Take =: 
‘stock’r..* so 
in America. 


When you put part of your savings 
into U.S. Savings Bonds you're 
helping to build a brighter future 
for your country and for yourself. 
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TELECOMMUNICATIONS 

Integrating Voice and Data In an Automated Operation Pe .Jan., 
Education Never Ends for Telecommunications Managers ...........Jan., 
Telecommunications: A Weak Sister No Longer » ls, 
Telecommunications: Major Influence on Future Plans = 
Advanced Teleconferencing Has People in the Picture .Mar., 
New Report Analyzes U.S. Communications epee Apr., 
A Satellite Network Expands For Business Communications .... .May, 
Satellites and LANs May Be Just What Your Company Needs, 

A. Fred Dassler ....-May, 100 
Message Terminal Vital To Import-Export Firm May, 196 
Telecommunications Insights, 

Alan H. Jordan Jan., 98; Feb., 122; Mar., 160; Apr., 30; May, 26; June, 175 


TELEPHONE SYSTEMS 


Office Telephone Systems: An Industry in Transition 
What to Consider When Buying a Phone System 
Simple Six-Step Method For Selecting a New PBX 
Electronic PBX Keeps Pace With Firm’s Rapid Growth 


TEMPORARY HELP 
Flexible Staffing Helps the Changing Work Force, 

Robert J. Gibson 
Video Aids in Training Temporary Services Staff 
Temporary-Help Services: How to Judge Their Merits 
Among the Suppliers of Temporary Office Services Personnel 


TIME RECORDERS 


Time-Accounting System Is Firm’s Payroll Arbitrator .............. 
Time-Recorders: Which System Is Best for You? 

Dan M. Bowers 
Among the Suppliers of Time Recorders and Time Stamps 


TYPEWRITERS 


A Veteran Views Electronics 

Recovered Platens Add to Typewriter Performance, 
Robert C. Hildebrandt ... 

Electronic Typewriters: What Will Be Their Role Tomorrow? 
Shirley M. Unley 

Buyers’ Guide to Electronic Typewriters 


WORD PROCESSING 


The Whys and Wherefores Of Word Processing Use, 

Mary M. Ruprecht 
Integrating Data Entry And Word Processing, 

Donna J. Campbell . £eD., 30 
Relentless Yet Rewarding: The Job of Supervising WP, 

Glenda M. Witbeck »» GF 
Launching a Successful Word Processing Center, 

Dean Bufkin > 
What to Do After You’ve Installed Word Processing, 

Janis L. Maguire ery is we 
How Cost-Effective Is Your Word-Processing Training? 

Eleanor Foma .» 98 
Word Processors Speed Output of News Bureau ‘eb., 108 
A Word-Processing System For Nuclear Plant Reports, 

Barbara Aldred ko SED 
A Word Processor Is No Typewriter to This Firm .» 124 
Teaching Word Processing At a Community College -» ise 
Word-Processing Systems: The Matter of Selection June, 110 
Higher Morale Leads to Higher Production in WP, 

Reba Davis 
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